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Before you begin, make sure  you 

have selected the correct Provider 

and Clinic
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1. Click on Clinic Tools

2. Click on Clinical 

Information

3. Click on the type of 

information to be 

changed

3



All changes will be 

listed under the Change 

Request History.

When making 

changes, 

make sure to 

fill in the 

Effective 

Date.

Make sure to 

hit update

when finished 

and before 

switching 

between 

sections here
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Changes to the: mailing address, 

shipping address, current staff, 

or a new staff member will 

require approval. 

Changes to the: phone, fax, or 

shipping hours will not require 

approval, but the VFC Program 

will be notified. 

When your changes have been 

approved, you will be notified 

through your notification drop 

down. 


